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	Bilingual Health Plan Specialist
	number of openings:
1



	
	status: 


full-time, non-exempt, in-office position


	
	schedule: 

Monday to Friday, 8 am to 5 pm 




occasional overtime and weekend work



	
	compensation:

$18.00 per hour
                                   plus, medical, dental and vision benefits for
                                   employee and eligible dependents; retirement
                                   benefits; paid vacation time and LA County holidays


	
	contact:

Luis Bravo



Assistant Director



email resume and letter of interest to: 




lbravo@pascla.org (no phone calls will be accepted)



	General description

The Personal Assistance Services Council (www.pascla.org) is the public authority for Los Angeles County’s In-Home Supportive Services (IHSS) Program for seniors and persons with disabilities.  Our offices are located in East Pasadena, easily accessible from the Metro Rail Gold Line/L Line or the 210 Freeway.
Coordinates process of matching In-Home Supportive Services consumers with providers, from initial inquiries through matching and follow up



	Primary duties

· Respond to calls and correspondence from IHSS providers and consumers regarding PASC-SEIU Homecare Workers Health Care Plan eligibility and enrollment.

· Accurately document all calls, information provided, and actions taken; maintain file on each provider.

· Coordinate eligibility and claims issues and complaints with L.A. Care, as needed.

      Other duties as assigned by Assistant Director, Programs and Health Plan and Health Plan Lead.
· Assist the Registry department when needed.


	


	Requirements

Education

· High school diploma or equivalent combination of education and experience
Experience

· Two years in an administrative or clerical position, including one year providing direct customer service

· Experience working with seniors and/or persons with disabilities a plus

Skills

· Ability to communicate clearly and professionally on the phone in English and Spanish
· Ability to write simple business correspondence in English and Spanish
· Typing speed of 45 wpm, with high accuracy
· Demonstrated attention to detail in both electronic and paper documentation

· Proficient operation of standard office equipment: photocopiers, fax machines, printers

· Basic proficiency in Microsoft Word, Excel, Outlook, and internet

· Demonstrable ability to maintain professional manner in response to multiple demands and priorities
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